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X. Xrils mesorandua eusoita & reccasendation; for your approval. finch 
reccmana&tlon is contained la paragraph XL. 


2. 3ha Os rice of Personnel has completed a Bellas of studios to 
determxnc the piasters within which the Agency edght accommodate iaen- 
scjiac.Gi d grrangsmerits twiicis are conoid-ered to "bo ooer&tionslly 

advantageous to txio missions of the Agency ccmponsxtfca involved* 


©todies included reviews of proposals advanced. by the Jbreisss 
Mssilct end apace. Analysis Center, the Office of SLEXP and the Central 
Rede, rone ft service to nujust current Sty-hour shifts to non-standard wo"^' •-■»'»> *j. 
Included «Xr»o was the proposal etfcaittcd on X SeptasSter im by the rfenara*** 

MwBfisy Group for tha adoption of tJafee-flty workweeks in the Fee4»m***t=--ra 
computer centers » ■ " i 


h* Xhcaa proposals cited strong benefits which would accrue if 
noa-standevo. woricweek arrangements in excaption to current Agency rcr-ulc-tions 
were a&opeed. fio&vc of these benefit a av-sj 


J* 3to the case of BSAC, tbs most 

£ ignis lean 0 banai it in establishing a basic XH-hour regular work shift 
is that all cambers of the working terns am interact with tfce'rerjla* 
*** *««• *» 35SAC for periods up to four hours each of their working 
shixfcs. This interaction. is deemed critical to cctchlish'-e^t o -f * t-i’^v 
competent ikfAC analyses of foreign missile end sossce aotivitios onT 
g4-aour-a-fiay basic. The "ncanaal* three shifts of eight hours a*<-h 
havo dearly dsaonatroted that individuals working the oidnJ^t to 
b:GO a.a. shift lrnxk contacts end analytic interchanges vithtte to'd 
1 egulsr vorn xO rce of Ji-oAC, and suffer thersby. 


b * certain instances savings in total 

sanpover necessary to man 24-hour shifts could be acccmdishod by the 
adoption of the tvo-ehiffc, 12-hour-a-doy errangcaent* Si-EAC. for 
example, would be able to eliminate at least one clot if such & »^r'c 
schedule vsro adooted. 


C; In nanaing a cchedul© that calls for gl^hour 

op^rstiOM &:lx or ecvea days ft veok * ovsrtim^^ t^rfciciilerl^r vith* n 
cuaweat ceiling limitations, becomes a significant factor. 2^'lSfcytii:* 
wwKsreeit scasoules to regularly scheduled 12-bour-a-dsy shifts without * 
owrvime, payssnt for overtime work on s sturdy and Cund^rs cen be 
coo3 id orEsly rftoucftd or eliminated altogftther. yor example, under the 
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proposal forwarded by CSS, four teams working om tltrec-dcy workweek of 
la-hoar shifts and a eacoad workweek of three-Soy, IS-hour shifts plus 
one eight-hour shift oa Duadsy could accomplish its siiasioa of total 
coverage without a?*/ overtime within an 80-hour pay period. 


fi. In creased Ho thnc tlvlty , 'JMs factor would ba especially 
for the /*g5jbcy T s computer canters. Syplcally, in each 
cetera, a worker may egand up to 45 ffiiuutes after his arrival on the 
3©b la ps’eparlng for his djy'n work. At the. end of his shift he ir y 
spend up to 30 jainatea preparing to close down for the dsy. In a five- 
day workweek tMa aay represent a "loss” of six hours and 15 Kiaafcca |>ar 
employee. In a three- day uorhwaek, this loss represents only three tours 
and minutes. 


e* R eduction of ^kpljo yce turnover , She adoption of two regularly 
<5cliedulcd’~lS-hau? voBTebiits in place of the current three regularly 
scheduled elght-tem* work shifts would olimineto the graveyard shift 
which is a constant source of persojmel problems. It is anticipated 
that the adoption of a non-standard uoa-kv/eek of basically throe dsye 
plus a fourth eight-hoiu* day tsould bring about a reduction in employe* 
turnover', w«M enhance reci-uitaenfc efforts and would increase the 
(Quality of personnel brought oa board. 

5* Slid Office of Personnel studies took into consideration the legal 
and medical aspects of such non-standard work schedules as vail as the 
admlftistrstivo problems attendant upon accurate reporting end accounting 
procedures covering hours of work, 

6. In terms of the legal expects , the Office of General Counsel has 
taken the position that the Agency can establish its ova work schedules, but 
It has strongly urged that we> change our Regulations to conform .with vh&& ■m 
•arc doing. 

7* Hie director of Medical Services has stated that while be could not 
Bey categorically that such irregular schedules would ba hattafttl, a 12-hour 
workday would tend to decrease an eaplcyee* a effectiveness in a situation 
vkera power of observation, manual dexterity ana physical prowess vara 
involved. The Director of Medical Services said that such arrangements would 
call ;for clone supervision involving a careful look at productivity. 

8. Discuss ions with the Offices of Computer Services cud Finance 
indicated that any change in the S0-bour period of ecccuuitability for pey 
and leave pur-gosca would pose vary real difficulties. At this tine it would 
bo next to l-y x f gsjb la to handle the computer programing necessary to 
establish any^ bas leg work sehadule other than an 80-hour pey period within 
the iiaa lixiitrvtuon for imtilsvi natation of tha new financial reporting system. 
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9* Office of J-'ersocael studies concluded that it would be foible 
co eotaeli^ik Eon—sv&ndfcrd work schedules for 2 ^--* , }ioi i x operations , conforming 
to tbs CQ~h&ur seeou&tcbillty period, when ouch sche&uleo ,ve* y clearly 
provide operational benefits to the Agcajoy. Kie studios also concluded t’r-t 
ths Deputy Director for Support is in the beat position to review proposals 
for non-standard workweeks froai an Agency vieifpoint and to aopraise tho 
financial, personnel aM aedic&l factor# involved-. 

10. Recasts for irregular work schedules for gWhour shifts would be 
reviewed on an individual basis prior to submission to the Deputy Director 
for Support. iSacb review would detartaine tho appropriate accounting ■' 
procedures for leave and pay purposes. ” 

It is expected tlmt)ibs following guidelines would prevail in the 
deiewatnatioa of leave tod pay accounting : 

n. 2&ployasji at the &3-11 and below level would be paid 
overtime for work in excess of 80 hours in a two-week, Gc-hour pay 
period. 

-4 

IJmployoaa G8-.12 through 0o-l-> racy receive overt irata payments 
for -directed overtime worked in esscaas of <5u hours in a. two-veek, 
CO-hour pay period. 

c. Daployeca entitled to Sunday, holiday or night differential 
W receive such pry, when appropriate, for hours worked not 

iii excess of 12 within a regularly scheduled workday. 

d » Annuel and sick leave would bo charged according to leave 
taken against the employee’ a established work schedule. 


e. Otherwise th-: 
and would .pertain to 


the provisions of sould remain vr.cho.ngcd 

> the irregular worcic cchc&dca. - 


11* I t is •reeotamsndad th at -the following change -to Headquarters 


Regulation 


B»ur» c*f Hork, leave, and Bay, be approved: 


w ln exceptional circumstances and whan advantageous to operations 
which ere staffed on a r.U-hour basis, the Deputy Director for Support 
«sy -n&swov# weak scheduler which deviate from tho above standards r.s 
long -m the scheduled week hours equal 80 in a tt/o-week, SC-hour pay 
period. Proposals for such irregular work schedules should ba 
forwarded to tho Deputy Director for' Support -through the Director of 
PersorLiol. with the concurrence of the Deputy Director concerned. The 
Deputy Director for Support, when .approving non-standard work schedules 
'-‘Shall -also prescribe guid®li«ea for eccoiintlng A* leave, overtime, 
holHay cud Sunday pay, and night different.tai. tT 


/s/Harry B, Fisher 


Harry 3. fisher 
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SECRET 


SUBJECT: Non-Standard Work Schedules 


CONCUR: 


Lawrence R. Houston 
General Counsel 



£ John W. Coney 
I Deputy Director 
for Support 


2 2 m H71 


Date 


g-i Ob^ JL 

Date 


The recommendation contained in paragraph 11 is approved: * 


L. K. White 

Executive Director-Comptroller 


Distribution: 

Orig - Return to D/Pers 

1 - ER 

2 - DD/S 

1 - DD/Pers/P&C 
1 - OGC 
1 - D/Finance 
1 - D/MS 

1 - Subject file 
1 - JLO Chrono 
1 - D/Pers Chrono 



* For the indefinite future the 
Deputy Director for Support will 
obtain the concurrence of the 
Executive Director -Comptroller 
prior to the approval of any such 
proposal. Until we have had some 
time to experiment with such 
schedules, the Executive Director - 
Comptroller will expect quarterly 
reports from each component or 
activity for which an irregular work 
schedule has been approved. 
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